
Election Procedure 

Training 
Prepared by: 

County Clerk-Recorder



Introduction & Oath

⧫ You are an integral part of our team during Election season.

⧫ Your mission 

⧫Assist every qualified voter

⧫Ensure security of ballots

⧫Provide a positive experience

⧫Ensure & protect the right to vote

Training is to help you become familiar with the rights of 

voters, understand the importance of cultural sensitivity, 

know how and when to assist voters with disabilities or 

other special needs, and know your responsibilities and the 

limits to your authority. 
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Viewing Training Materials Online
• Go to:  www.slovote.com, click on Elections and Voting, click on Precinct 

Workers, under Reference area select the information you want to view. 
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http://www.slovote.com/


Accessibility at the Polling Place

Assisting Voters with Special Needs
• What to Do and What Not to Do 

• Secretary of State: Disability Sensitivity at the Polls

• Video Online: How to Assist People with Disabilities

What other assistance may 

we offer?

See Manual p. 33-36
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1 in 5 Americans have a Disability

Polling Place Mitigations
Some polling places have received 

items to make their polling place 

accessible for Election Day.  Ask 

your Precinct Assistant if you do not 

understand how to place these 

items.

NOTE: There should be at least 1 disabled (van) 

accessible parking space open for voters.

Access 

Demonstration

Try the simulations for:

Wheelchair use over thresholds

Vision impairment



Cultural Sensitivity
Voters may 
contest an 

election based 
on misconduct 
by a precinct 

worker. 

Be polite to 
voters and 

respectful of 
diverse 
cultures

All voters must 
be processed 
in the order in 

which they 
appeared to 

vote.

Assess the 
needs of each 
individual voter

Display 
Statewide 

Official Voter 
information 

Guide.
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Before Election Day

After Leaving Training:
Review New Manual

❑ Take notes, tab for quick reference, highlight. 
❑ Get to know “THINGS TO KNOW” (p. 5 - 7)

Special Requirements?
❑ Remember to ask workers if they have special needs.
(example: need to take break at specific time for medications)

Questions??

Contact your 

Precinct 

Assistant 

Call your workers 

before Election Day!

For Discussion:
• Expected Arrival Time

• Breaks / Lunches

• Duties

• Skills

• Languages
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What’s New?   Everything! ☺
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➢ Voter Assistance - Ballot marking device (ICX)

➢ Conditional Voter Registration (CVR) at the Polls

➢ Change of Party (CVR)

➢ Provisional/CVR Blended Process

➢ New Provisional/CVR Envelope 

➢ VBM voter returning ballot to poll to drop in Blue or Brown Bag (in 

polling places with 3 or more precincts only)

➢ VBM Call Center 

➢ Updated Election Procedure Manual

➢ Changes in pollworker duties

➢ New Street Guide

➢ New and improved Roster & Index

➢ Closing Envelope NOW CALLED Seals & Certificates Envelope

➢ Returned VBM Tally no longer included on Provisional Tally Sheet

➢ Provisional Voter Roster will not be used

➢ Voter Tally will not be used: Ballot Box Tally only (expanded)

Even Newer! - SB 207: Change of Political Party / Change of Address
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Poll Worker Positions

• Inspector/Provisional Specialist: 

Ensures all ballots, supplies and 

equipment are accounted for and 

readies for Election Day.

• Responsible for the overall 

operations of the precinct.

• Make Clerk Assignments.

• Issues provisional CRV ballots and 

envelopes to provisional voters, 

VBM provisional voters and 

maintains the Provisional CVR 

Ballot Tally Sheet. • Ballot Clerk: Gives voter the correct 

ballot with a secrecy sleeve, explains 

how to mark correctly, reminds voter 

to bring back pen and directs voter 

back to Ballot Box Clerk.

• Roster Clerk: Uses the Roster to look 

up voter, determine eligibility, and 

have voter sign to receive ballot.

• Relays VBM voter (who do not have a 

ballot to surrender) information to 

Ballot Box Clerk to confirm voting 

status.

• Directs voters to Inspector for 

provisional ballot as needed. 

• Update Line # Tracker to update 

hourly Index.

• Ballot Box Clerk: Help voters to 

deposit their Ballots/Envelopes and 

gives out “I Voted” stickers.

• NEW! - Calls the Call Center to 

confirm if VBM voter ballot 

status and directs voter to 

appropriate clerk.

• ICX Clerk: Setup, maintain and close 
down the ICX ballot marking device.  
Assist voters with voting on the ICX 
device.

Pgs. 14 - 20
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Processing a Voter Flowchart

 

Is the 

Voter’s 

name in 

the 

Roster? 

No 

Yes 

Fill out "Provisional Voter Information" 

sheet with "1. Your name is not on the 

official Roster of Voters at this precinct" 

circled 

Send to Provisional Specialist 

 

Is the address 

the same as in 

the Roster? 

Yes 

No 

Fill out "Provisional Voter 

Information" sheet with "2. You 

have moved within the county but 

did not re-register to vote" circled 

Send to Provisional Specialist 

 

Blank Signature 

Space? 

*Process 

Voter 

Non-crossover voter 

requests to vote a 

different party ballot 

 

Fill out "Provisional Voter 

Information" sheet with "5. You 

claim to be registered in a different 

political party than shown on the 

roster. 

Send to Provisional Specialist 

 

**VOTE-BY-MAIL*** 

in signature space 
VBM ballot 

to surrender? 

Yes 

No 

With county issued 

ID Envelope? 

Give voter a green ID 

envelope, ask them to 

complete the 

information legibly and 

seal the ballot inside 

    1. Accept ballot in ID 

envelope 

    2. Put "SURRENDERED" 

sticker over signature box 

and return address. 

3. Place ballot in Envelope 5 

4. *Process the Voter 

    1. Accept ballot in ID envelope 

    2. Put "SURRENDERED" sticker 

over signature box and return 

address. 

3. Place ballot in Envelope 5 

4. *Process the Voter 

Yes 

No 

Call the Call Center 

If voter’s ballot was not 

returned. 

*Process the Voter 

If voter's ballot was returned - Fill out "Provisional Voter 

Information" with “3. You are a Vote-by-Mail (VBM) voter 

and your VBM Ballot has been returned. 

Send to Provisional Specialist. 

ID Required in 

signature space? 

No 
Yes 

*Process 

the Voter 
Fill out "Provisional Voter 

Information" sheet with "4. 

You are a first-time federal 

elections voter in San Luis 

Obispo County and are 

unable to provide ID. See 

list of acceptable IDs on the 

back of this form." circled 

Send to Provisional 

Specialist. 
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New Roster

Line #

LATE REG

MarisaVoter

VBM Received

VBM Issued

Remember this!



First Time Federal Voters List
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If Voter has a CA ID or DL: Fill in CA ID or CADL in Form of ID space 

and Enter ID or DL# in ID# Space.

If Voter’s ID is anything else: fill in type of ID (Example: Utility Bill) 

and Precinct worker initials in ID# space

Please do NOT write any SS #s (or partial #s) 

SS Card          KG
CA DL F2158745



Late Registrant Roster

If the voter is not in the Roster or Late Registrant Roster, 
they vote a Provisional/CVR ballot.
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Contains eligible voters who registered after Rosters were printed. Printed on blue paper. 
Inspector shall write “LATE REG” or “LR” in the signature line on the Roster                                               

for those voters listed in the Late Registrant Roster.



Line # Tracker

Cross off the line # of the voter so they can be 

marked off the MARKED Outside Index every hour. 
13

Line # Tracker 8 am - 9 am

1 41 81 121 161 201 241 281 321 361 401 441 481 521 561 601 641 681 721 761 801 841 881 921 961

2 42 82 122 162 202 242 282 322 362 402 442 482 522 562 602 642 682 722 762 802 842 882 922 962 Late Registrants

3 43 83 123 163 203 243 283 323 363 403 443 483 523 563 603 643 683 723 763 803 843 883 923 963 L L

4 44 84 124 164 204 244 284 324 364 404 444 484 524 564 604 644 684 724 764 804 844 884 924 964 L L

5 45 85 125 165 205 245 285 325 365 405 445 485 525 565 605 645 685 725 765 805 845 885 925 965 L L

6 46 86 126 166 206 246 286 326 366 406 446 486 526 566 606 646 686 726 766 806 846 886 926 966 L L

7 47 87 127 167 207 247 287 327 367 407 447 487 527 567 607 647 687 727 767 807 847 887 927 967 L L

8 48 88 128 168 208 248 288 328 368 408 448 488 528 568 608 648 688 728 768 808 848 888 928 968 L L

9 49 89 129 169 209 249 289 329 369 409 449 489 529 569 609 649 689 729 769 809 849 889 929 969 L L

10 50 90 130 170 210 250 290 330 370 410 450 490 530 570 610 650 690 730 770 810 850 890 930 970 L L

11 51 91 131 171 211 251 291 331 371 411 451 491 531 571 611 651 691 731 771 811 851 891 931 971 L L

12 52 92 132 172 212 252 292 332 372 412 452 492 532 572 612 652 692 732 772 812 852 892 932 972 L L

13 53 93 133 173 213 253 293 333 373 413 453 493 533 573 613 653 693 733 773 813 853 893 933 973

14 54 94 134 174 214 254 294 334 374 414 454 494 534 574 614 654 694 734 774 814 854 894 934 974

15 55 95 135 175 215 255 295 335 375 415 455 495 535 575 615 655 695 735 775 815 855 895 935 975 Total Previous:

16 56 96 136 176 216 256 296 336 376 416 456 496 536 576 616 656 696 736 776 816 856 896 936 976

17 57 97 137 177 217 257 297 337 377 417 457 497 537 577 617 657 697 737 777 817 857 897 937 977

18 58 98 138 178 218 258 298 338 378 418 458 498 538 578 618 658 698 738 778 818 858 898 938 978 Total This Hr:

19 59 99 139 179 219 259 299 339 379 419 459 499 539 579 619 659 699 739 779 819 859 899 939 979

20 60 100 140 180 220 260 300 340 380 420 460 500 540 580 620 660 700 740 780 820 860 900 940 980 Add # of 

21 61 101 141 181 221 261 301 341 381 421 461 501 541 581 621 661 701 741 781 821 861 901 941 981 Late 

22 62 102 142 182 222 262 302 342 382 422 462 502 542 582 622 662 702 742 782 822 862 902 942 982 Registrants

23 63 103 143 183 223 263 303 343 383 423 463 503 543 583 623 663 703 743 783 823 863 903 943 983

24 64 104 144 184 224 264 304 344 384 424 464 504 544 584 624 664 704 744 784 824 864 904 944 984

25 65 105 145 185 225 265 305 345 385 425 465 505 545 585 625 665 705 745 785 825 865 905 945 985 Current Total

26 66 106 146 186 226 266 306 346 386 426 466 506 546 586 626 666 706 746 786 826 866 906 946 986

27 67 107 147 187 227 267 307 347 387 427 467 507 547 587 627 667 707 747 787 827 867 907 947 987

28 68 108 148 188 228 268 308 348 388 428 468 508 548 588 628 668 708 748 788 828 868 908 948 988

29 69 109 149 189 229 269 309 349 389 429 469 509 549 589 629 669 709 749 789 829 869 909 949 989

30 70 110 150 190 230 270 310 350 390 430 470 510 550 590 630 670 710 750 790 830 870 910 950 990

31 71 111 151 191 231 271 311 351 391 431 471 511 551 591 631 671 711 751 791 831 871 911 951 991

32 72 112 152 192 232 272 312 352 392 432 472 512 552 592 632 672 712 752 792 832 872 912 952 992

33 73 113 153 193 233 273 313 353 393 433 473 513 553 593 633 673 713 753 793 833 873 913 953 993

34 74 114 154 194 234 274 314 354 394 434 474 514 554 594 634 674 714 754 794 834 874 914 954 994

35 75 115 155 195 235 275 315 355 395 435 475 515 555 595 635 675 715 755 795 835 875 915 955 995

36 76 116 156 196 236 276 316 356 396 436 476 516 556 596 636 676 716 756 796 836 876 916 956 996

37 77 117 157 197 237 277 317 357 397 437 477 517 557 597 637 677 717 757 797 837 877 917 957 997

38 78 118 158 198 238 278 318 358 398 438 478 518 558 598 638 678 718 758 798 838 878 918 958 998

39 79 119 159 199 239 279 319 359 399 439 479 519 559 599 639 679 719 759 799 839 879 919 959 999

40 80 120 160 200 240 280 320 360 400 440 480 520 560 600 640 680 720 760 800 840 880 920 960 1000 Turn over for more numbers
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This was on the Tally Sheet. 

Now on the Line # Tracker!
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Outside Indexes There are 

two (2)

Post both 

indexes:

directly 

outside the 

outermost 

door 

or 

directly 

inside the 

outermost 

door of the 

polling place

14
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• Late requested VBM voters shall 

be crossed off in red before 

Election Day by Inspector.

• ANY Available Worker may 

mark off the Outside Index, in 

red, at the top of each hour

• Using the line numbers from the 

Line # Tracker cross out the 

voters who signed the Roster that 

hour.

Marking the 

Outside 

Index



Street Guide by Area
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Both

Even

Odd

The ‘A’ is for Cal Poly dorms, and means ALL.



Street Guide

Things to notice:

➢ Listed by cities, not school districts

➢ Watch the house numbers, look at the whole 

section of the street before referring

➢ Which side of the street? Even, Odd, or Both?

➢ Which direction of the street does someone live on?

North, South, East, or West?

➢ Tells which ballot type is being issued

➢ Shows Mail Ballot precincts

➢ Name and address of precincts
17



Knowing the Ballot

Double Sided: Remind 

Voter to vote both sides

• Precinct Number and Ballot 

Type can be found in the 

upper left corner of the ballot 

and on the Voter stub.  

• Make sure the voter brings the 

ballot back to the correct 

precinct ballot box.
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DO NOT DEPOSIT THE SECRECY 

SLEEVES WITH THE BALLOTS!

NOTES: 

1) Ballots will not be shrink-wrapped

2) There will be packing paper in the box to hold them in place. 

Manual p. 6



ICX Machine
The ImageCast X (ICX) Ballot Marking Device is an 

accessible ballot marking machine to assists all 

voters to vote independently and in private. 

The machine does not tabulate or count any votes.  

Three ways to 

select:

✓ Touchscreen

✓ Touchpad (w/ 

Braille)

✓ Scroll Select 

Paddle

19

Listen to the 

contests! 

Review 

selections! 

Anyone can    

use it!



ICX Ballot
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ImageCast X Ballots (ICX)

Blank Ballots are inserted 

into a printer

• Voter makes choice(s) by 

using the ICX Ballot 

Marking Device

• Voter confirms his/her 

choice(s)

• Voter prints the ballot

• Voter deposits the ballot 

into the ballot box

• No stub on ICX Ballots

• ICX Ballots will be 

shrink-wrapped in 

bundles of 50

ICX Ballot example on 

manual p. 30



Facsimile Ballots
• All precincts will post a Spanish facsimile ballot and instructions and 

certain Arroyo Grande precincts will post an additional Tagalog facsimile 

ballot and instructions.  

• Los Osos/Baywood area is no longer required to post Tagalog facsimile 

ballot.  

• Facsimile ballots must be conspicuously posted, and one facsimile 

ballot must be available for voters to take into booths to be used as 

reference (EC §14201(a)).  

• In addition, a sign must be posted near the index of registration informing 

voters of facsimile ballots, in language required and available (EC 

§14201(c)(3)).  

• Please post one facsimile ballot by the Outside-Index and one available 

on the main table with the sign notifying voters about facsimile ballots.

• Voter may take facsimile ballot with them while voting and should 

return after they are finished.  Voter should not use the facsimile ballot to 

vote on or mark on. 21



SB 207: 

Change of Party 

/ Change of 

Address Form
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➢ Passed into law on 2/13/2020

➢ Allows voters to change party 

and/or address without having 

to re-register (or complete the 

Provisional/CVR Process)

➢ Voter must be at their 

assigned polling place      

(i.e. in the Roster!)

➢ Keep blank SB 207 forms with 

the Roster Clerk

➢ Place all completed SB 207 

forms in the back pocket of 

the Roster Binder



SB 207 Continued…  
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Voter may complete form if:

➢ Voter is in the roster and has NOT been provided with a VBM ballot. 

➢ Voter is in the roster as VBM and has a VBM ballot to surrender.

➢ Voter is in the roster as VBM, does NOT have a VBM ballot to surrender, AND 

Call Center has confirmed that their ballot has NOT been received and has 

successfully suspended it. 

Change of Residence:

➢ Cross off the Voter’s 

address in the Roster and 

write NEW next to it

➢ Have Voter sign the Roster

➢ Give Voter the appropriate 

Precinct Ballot of their 

registered Party Affiliation

Change of Political Party:

➢ Cross off the Voter’s printed 

Party Preference in the Roster 

and write their new Party 

Preference on the next Column.

➢ Have Voter sign the Roster

➢ Give Voter the appropriate 

Precinct Ballot of their NEW 

Party Affiliation

If voter is not in the roster, direct them to the precinct where they 

would be in the roster using the polling place look up or the voter can 

go to www.slovote.com to find this out. Otherwise, Provisional/CVR!

http://www.slovote.com/


With the change to 
Provisional/CVR 

voting, there is little 
need to challenge a 

voter.

Eligibility to vote 
cannot be determined 

using the Roster.

Remember:

• Envelope COMPLETED LEGIBLY & SIGNED  
by Voter 

• Voter signs Envelope

• Tape Tally Sheet on Blue Bag

• Ballots are updated on the tally sheet BEFORE 
being dropped in Blue Bag

• At the Close of Polls: Complete, SIGN, and 
have Inspector sign Provisional Ballot 
Statement located in Seals and Certificates 
Envelope.

If a provisional voter signs 
the main Roster, cross out 
their signature and make a 

note they voted 
provisionally—do not 
count as regular voter.

CVR/Provisional Process
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New Provisional/CVR Envelope

25

Front - Have voter 

complete all voter 

registration information.  

Voter must sign for 

proper execution.

Turn to Manual p. 41
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Back – Poll Worker to 

complete and check the 

appropriate box for the 

reason a voter is to vote 

with Provisional/CVR 

process. 

New Provisional/CVR Envelope
Turn to Manual p.42

To vote PROVISIONALLY on an 

ICX machine, activate the 

appropriate ballot using the 

regular coding conventions. 

Instruct the Voter to seal the 

ballot in the envelope BEFORE 

depositing into the BLUE BOX. 



Vote-by-Mail Ballot Call Center

About 50% of all provisional ballots cast at the 

polls are due to Vote-by-Mail voters not having 

their ballots to surrender.

➢ Call the Call Center - (805) 781-1888

➢ Call Center will verify if voter’s ballot has been received. 
o If received – voter will vote provisional ballot.

o If not received – Elections office will suspend the VBM ballot. 

Voter will sign the roster and vote a regular poll ballot.

Call Center is for VBM return questions only!

NOTE: If VBM voter has “”VBM Received” listed in signature space on the 

roster, do not call the call center as they are to vote a Provisional/CVR ballot. 



Vote-by-Mail Ballot Call Center
Manual p. 17

Completed VBM envelope slips will go into Envelope 4



Returned Voted Vote-by-Mail Ballots

Make sure envelopes are issued from a 

California County

29



Back of Vote-by-Mail Envelope
New Vote-by-Mail envelopes will be in circulation; make sure the necessary 

information has been completed by the voter.

30

Anyone other than 

the voter may return 

the VBM ballot in a 

completed envelope.  

They complete the 

upper left hand area

Voter will sign in 

the red box and 

date below.

Mary Anne Johnson

11/06/2018

Michael Scott
Michael Scott

Neighbor



No envelope? No problem! 

Use the Green Envelope

Envelopes need to be filled out LEGIBLY & COMPLETELY

All Ballots issued in California are to be accepted. 31



Spoiled vs. Surrendered Ballots

A surrendered 

ballot is a VBM 

ballot the voter is 

exchanging for a 

Precinct ballot.  

The voter will be 

listed in the 

Roster.

A spoiled ballot is a Precinct ballot that 

has a mistake in which the voter would 

like to exchange for another ballot.  The 

voter will go back to the Roster Clerk for 

a new ballot.  

32

NOTE: Place Spoiled Sticker over 

QR Code to spoil an ICX Ballot.



Election Day Occurrences pgs 37 - 38

➢Media

➢Electioneering    

➢Exit Polling

➢Poll Watchers 
33



Rare Occurrences
• In rare and unusual circumstances a Court Order 

may extend the voting hours.

• What to do in an Emergency: grab Ballot Box, 
Roster, and Blue Bag

• If polling place operations have been disrupted by a 
voter’s behavior: 

– Immediately report disruptive behavior to county 
elections office

– Contact law enforcement 

– Try to separate the disruptive behavior from the 
operation of the polling place.

• Precinct workers are not expected to put themselves 
in physical jeopardy. 34



Closing Procedures
• Closing & Checklists (pgs 22-23)

• You must stay until all closing procedures are 

completed

• Voted Ballots teams must be at least 2 people

• Rubber band ballots in batches of 50

• Mark one Voted Ballots Box with total # of ballots 

returned and with Box __ of ___ 

• Forms indicate where they are to be placed on 
Election Night.

• Take down signs, as noted on Checklists

• Return materials to the Supply Tub as they arrived

35



 

 
 
 

 
PRECINCT BALLOT STATEMENT 
(Elections Code 14405, 14421, 15271, 15275) 

 

 
PUT yellow copy in Envelope 4 
MAIL white copy  BRM Envelope 

1. Total number of PRECINCT BALLOTS received from the Precinct Ballot 
Quantities Worksheet          Line 1 _______ 

2. Total NUMBER of VOTERS who SIGNED Roster       Line 2 _______ 

3. Number of VOTED ballots 
a. Number of voted ballots in the Ballot Box  Line 3a _______ 
 
b. Number of voted ICX ballots, if any   Line 3b _______ 

TOTAL of Lines 3a and 3b        Line 3 _______ 

4. DIFFERENCE between number on Line 2 (signatures 
on Roster) AND on Line 3 (voted ballots) if any      Line 4 _______ 

5. Number of SPOILED ballots (ballots issued to a voter but returned unvoted) Line 5 _______ 

6. Number of UNVOTED precinct ballots from Precinct Ballot Quantities Worksheet Line 6 _______ 

 

Reasons for difference, if any, between Lines 2 and 3, as entered on Line 4. 

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

We CERTIFY that the above information is true and correct. 

 

CERTIFICATE OF PACKAGING AND SEALING 
We also CERTIFY that the following containers or envelopes were sealed (if necessary) in our presence, 
and that we have enclosed in the containers or envelopes the contents listed on each label. 
 

Take the following items to the Regional or Central Collection Center. 

Blue Bag containing voted Vote-by-Mail Ballots and Provisional Ballots 
 
Collection Center Return Bag Containing: 

• Envelope 2 – See envelope for list of contents 

• Envelope 4 – See envelope for list of contents 
• Container(s) for Voted Ballots – Complete seals with total number of ballots from the 

precinct and the number of containers being returned (ex: 600 ballots and box 1 of 2, 2 
of 2) (a box can hold up to 550 voted ballots) 

 

LEAVE AT THE POLLING PLACE:  Envelope 5, Envelope for Unvoted-Opened Ballots, Supply 
Tub, empty Ballot Box and voting booths. 
 
Date: _______________ Time: _______________ 

 
 
Inspector: _________________________ 

 
Clerk: _______________________________ 
 

Clerk: ____________________________ Clerk: _______________________________ 
 

Clerk: ____________________________ Clerk: _______________________________ 
 

 

Precinct 

Ballot 

Statement

Don’t forget to mail the 

White copy in the BRM 

Envelope

All Workers present at 

Closing must sign
36

Find a list of 

ALL required 

signatures

in your manual! 

p. 25



Training Evaluation

Thank you for joining us for 

Election Procedure Training! 

Please take some time to fill out an 

evaluation form. 

Thank You!
37


